APPLYING FOR A 

SOCIAL SECURITY NUMBER
Eligibility

A Social Security Number (SSN) is a nine-digit number assigned to an individual to identify his/her record of earnings while employed in the U.S. Through this number the employer will make contributions to the employee’s Social Security accounts which provide for future retirement and disability benefits. The SSN is also used to track wages and report taxes to the Internal Revenue Service. Having a SSN will make many official procedures easier and faster such as: open bank accounts, getting a drivers license, getting an on-campus employment, etc. 

All individuals who will legally be working in the U.S. must obtain a Social Security Number if they will work. However not all these visa types are exempt from paying taxes. 

F-1 students must establish that they either are approved for curricular practical training, optional practical training or have secured an on-campus job before being eligible to apply for a SSN.
How to apply for a Social Security Number
Applications for an SSN must be submitted in person to the Social Security Office.  If you need an interpreter, you may arrange for one by either calling the Social Security Office’s toll free number: 1 800 772 1213 between 7am to 7pm eastern time or by going to the following web site: http://www.ssa.gov/immigration/interpreter.htm
a) Find a convenient Social Security Office
You may submit your application at any Social Security office that is convenient to you.  To find the office closest to you, please go to http://sabaca.ssa.gov/pro/fol/fol-home..html.  We recommend the following Social Security Office as our experience has shown they are the most familiar with regulations pertaining to international students and scholars:



b) Collect the Following documents 

There is no fee for applying for an SSN.  However, you must present original documents to establish your identity, immigration status, eligibility to work in the U.S. and your address. Notarized photocopies are not accepted and the originals will be returned to you once they are reviewed by the interviewer.

You should bring the following documents with you:

· A birth certificate or a passport to prove your age and identity.

· I-94, 

· If in F or J status: I-20 or DS-2019 to prove immigrations status and work eligibility.

· F-1 status holders authorized for CPT must be sure to also present the third page of the I-20where CPT is authorized

· F-1 students authorized for OPT must present and unexpired EAD

· F-1 students who will engage in on-campus employment must also present either a paystub or two letters:

· an original, signed letter from ISSS confirming your status and the location of your employment; and

· an original letter from the hiring department on campus confirming their job offer and the nature of the on-campus employment.

c) About the SS-5 Form

Take some time to read and follow the SS-5 Form instructions carefully. It is self explanatory and easy to understand. Also you can review the form on line at http://www.ssa.gov/online/forms.html 

· Complete and sign the application using BLUE or BLACK ink.

· Box one: Insert your name, middle name’s initial (if there one) and last name. This name needs to match the name on your passport and your immigration documents.  This will also be the name that appears on the card once it is issued.  Differences in names on the application and/or your official documents can delay your process even more.

· Box two: insert the mailing address where you want to receive the card.
How long will it take to get a Social Security number?

Since you are not a non-citizen, the SSA must verify the documents with the Citizenship and Immigration Service (CIS) before issuing the card. This can take anywhere from 2 weeks to 45 days.

Do I need to have my number before I start working?

No.  You can begin working before you receive the Social Security Number.  However, you must be able to show that you have applied for a Social Security Number.  The Social Security Office that accepted your application should issue you a receipt.  By presenting this receipt to you should be able to start work.  Once you receive your SSN, you MUST update your number with your employer as they must use it to report your earnings to the U.S. government.  It is important to know that different employers have different policies regarding this issue.  Some employers will not allow you to begin work until AFTER you have received this number. 
Some extra information about the SSN 

· If you already have a SSN, you do not need to apply for a new one. The number is unique and is assigned to you for the rest of your life. 

· If you lose your card, you can visit any Social Security Office to apply for a new card.

· Social Security Numbers from a country other than the U.S. have no value in the U.S.

· An identification number that has been assigned to you by a University does not function as a SSN.

· If your passport is less than one year old, ISSS recommends carrying another form of identification (such as an I.D. card from your home country) that is older than one year to establish your identity.  The SSA will not issue a card if your passport is about to expire.

· A SSN does not provide any type of health insurance or health care benefits.

· It is recommended not to visit the office on Mondays or Tuesdays, for it is when most people tend to go.

This handout is intended to provide basic, general information only and should not be used as a substitute for professional advice from qualified immigration attorneys or practitioners.
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The Catholic University of America

Office of International Student and Scholar Services

Washington, DC 20064

202-319-5618

Fax 202-319-5126

TO:

CUA Hiring Departments

FROM:
Helene Robertson



Director

RE:

Hiring International Students in F-1 Status for On-Campus Employment

Thank you for hiring an international student to work in your office.  As part of the hiring process, I must request your assistance in helping the student obtain a Social Security number by providing a memo confirming your offer of on-campus employment.  This letter, in combination with a letter from my office confirming the student’s legal status, will establish the student’s legal eligibility for the Social Security Number.

As you know, individuals who legally work in the U.S. are required to have a Social Security Number in order to accurately report their earnings and tax withholdings.  To apply for a Social Security Number, in addition to establishing their identity, all nonimmigrants must demonstrate that they are authorized to work in the U.S. before the Social Security Administration will assign an SSN.  In the case of F-1 students who will engage in on-campus employment, the SSA has established additional documentary requirements that the student must fulfill before an SSN will be issued.  Specifically, SSA regulations require that the student present evidence of the job offer in the form of a letter on department or school letterhead.  

Please provide the student with a brief letter or memo confirming the job offer.  For your convenience a sample memo is attached.  If the student’s paycheck will not come from CUA, please substitute the appropriate name and Employer Identification Number of the company issuing the check.

Please note individuals may legally work while the application for a Social Security Number is being pending with the Social Security Administration.  Information on how to report wages for an employee who does not have an SSN is available in the SSA’s fact sheet, Employer Responsibilities When Hiring Foreign Workers, which appears on the following website: http://www.socialsecurity.gov/employer/hiring.htm.

Thank you in advance for your assistance.  If you have any questions regarding this requirement, please contact my office at 202-319-5618.

Sample memo from hiring department

DATE:



Social Security Administration

Washington, D.C.

Dear Sir/Madam:

I am writing this memo on behalf of ___(name of student)______________________, an F-1 student at The Catholic University of America,  to confirm that the student has been offered on-campus employment as a __(job title)______.  

The student will be responsible for ___(provide brief job description)___.  The student will work __(number of hours)__ hours per week, beginning on __(date)________.

The student will be paid by The Catholic University of America (EIN# 59-196583). 

Should you have any questions regarding this employment opportunity, I can be reached at (202) ______-_______.

Sincerely,

(Name of Supervisor)

(Title of Supervisor)

Social Security Administration


2100 M Street NW


Washington, DC 20037





TAKE THE RED LINE TO SHADY GROVE AND GET OFF IN DUPONT CIRCLE ON 17TH STREET.


THEN WALK IN THE OPPOSITE DIRECTION OF THE CIRCLE TOWARS M STREET.


WALK TOWARS 21ST AND THE OFFICE IS ON 21 AND M.
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